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Draw Request Form Part II 
 

Monthly Log Tab Functions 

3 

MONTHLY LOG FUNCTIONS 
• 6 tabs: 

– READ ME 

– INSTRUCTIONS 

– GENERAL INFO 

– MONTHLY LOG (1) 

– ADJUSTMENTS 

– RA FUNDING REQUEST 
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Monthly Log 
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Monthly Log 

Button Functionality 

 

 

Sections 
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Monthly Log 

Button Functionality 

 

 

Validation Code Functionality 
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Monthly Log 

 All Caps = Correct! 

               Incorrect!  

= DO NOT use lower 
case letters 
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Monthly Log 

Previous Living Situation – Prior to program intake 
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Monthly Log 

Slight difference in ‘Reason for Certification’ 
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Monthly Log 
• Termination Data Entry 

• The Effective date determines when the subsidy ends 

• Required Fields turn purple to indicate entry 
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Monthly Log 

 Termination/Suspension =  $0.00 subsidy 

NEW:                        TERMINATION =  $0.00 subsidy 

 EXAMPLE:                        Annual =  $689.00 subsidy 
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Monthly Log 

Suspension reported EFFECTIVE 
last day of the month 

(Similar to a termination) 
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Monthly Log 

Housing Related Expenses 
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Monthly Log 
Housing Related Expenses: Fields Auto Calculate to be reimbursed 
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Monthly Log 

Housing Related Expenses: Empty $ amounts for future reporting. 
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Website 
Tutorials 
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Submit via Secure Upload: 
Rental Assistance Draw Request Submission 
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Our Mission:  
 

Minnesota Housing finances affordable 
housing for low- and moderate-income 
households while fostering strong 
communities.  
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For More Information 
All Rental Assistance Draw Request submittals 

are due on the 15th of each month. 
 

Must be submitted using the LeapFILE Upload Software in 
the Partner Log-in. 

(Draw Requests submitted via e-mail will be rejected.) 
 

Please direct all questions or concerns to the 
Rental Assistance Team at: 

mhfa.rental-assistance@state.mn.us 
 

Thank you for viewing this training module. 


